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Oﬁice Meﬁw/zmdum e UNITED STAYES GOVERNMENT

TO : Management Office -- DATE: 13 November 1951 29X1A9a
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SUBJECT: Time Study

The following information is the results of & time study requested 25X1A9a
by _ of the lManagement Office.

Figures Hepresent Number Per lMonth
Number of Chaindex Tabs used per month - - - - - - 1235
Number of Fan-Folds used per month = = = = = = = ~ 1005
Number of 3x5 Case Control Cards used per month- - 1005

Figures Represent Minutes FPer Day

Time Consumed to Type Case Ccntrol Card - - - - - - - 27 Vin,

Time Consumed to type Claindex Taks - - = = = = = = = 23 Min.

Time Consumed to file Chaindex Tabs = = = = = = = = = 29 Min.

Time Consumed to file Case Control Cards— - - - = = = 45 Min.

Time Consumed to Post Case Control Cards- = - - = - - 32 ¥in. W ood
Time Consumed to type Fan-Fold - - - = = = = = = = - /438 )in.

Time Consumed to Maintain Daily Statistical Report- -120 Min.

Tre sbove figures are based on 1005 cases which was the average
number of cases processed during the montlks of Septemter and Octoter.
This amounted to a daily average of 48 cases per day for tlie two month
period.
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